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ABSTRACT ' . . , . • 

Written fpr employers, personnel directors, 
vocational rehabilitation personnel, plaqeaent specialists, and all 
others involved in helping the mentally. handicapped find their 
rightful place in the world of uovk^ these guiiflelin^s discuss 
significant factors to consider v^en employing or seeking employment 
for the mentally handicapped. These factors Include asList/Of 
occupational groupings in vhich. qualified mentally handicapped 
individuals cari perform; a list of major recrifitment sources for 
employers seeking to hire mentally handicapped workers; guidelines * 
for helping -the employer de\cide what kind of work the applicant can^ 
dor helpftfl hints for conducting the job interview; orientation ideas 
^ help the new worker adjust; follow-up ajssistance; and advantages 
of planned social events. A brief review concludes the booklet. 
(BH) 
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First Words I 



TIpere are employers readv and Aillmg to hire qualified mentaliv retarded 
people and many retarded m,en and vvomen ready able and vvilling to 
wort< I hope this Guide aiIi ser^e as a bridge to bring empipyer and employee 
together ahd to open broad ne^ vestas for the mentally retarded citizens of 
our Nation 

I salute^all m this country who are leading the way to independence for 
retarded people-the National Association for Retarded Citizens and the 
BureaufOf Employment Secuntv of the U S Department of Labor (both having 
made this Guide possible), the Rehabilitation Services Administration, the' 
Antencan Association for Mental Deficiency, the President's Committee on 
Mental Retardation and the others^^Ato richiv deserve the gratitude of i 
Amenca 

Through these efforts, mentally retarded people are gaining their rightfui 
place in our national ure - 





Chairman , 

The President's Comrr^ittee ' 
on Employment of the 
Handicapped 
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First Words II 



'The slogan of the National Associatton for Retarded Citizens - 'Retarded 
Citizens Can Be Help^d-is in need of arr.endnnent Because of increasing 
attention to mentallv retarded adults and taecause of great strides in re- 
habilitation the slogan now should read Mentallv Retarded People Can 
Be Helped To Help Themselves * - . , • ' 

In increasing nurVibers mentaliy^retarded men and ^omen are demon- ^ 
strating that they not onlv can help themselves byt they can ^ork, and, in 
sonr>e jobs they can Aork better than those vvho are not so retarded 

The National Associotpon for Retarded Citizens is proud to have been aske! 
to cooperate tn the preparation of this G^ide Special commen^jation 13 
due tne author Dr vVtlliam A Fraenkei formerly consultant on rehabilitation 
for the NARC and novv Regional Administrotor for Mental Refardatjon- 
Regiori VI 

//^ i^S^- . V , ^ 

Dr Philtp Roos s . ^ ^ • 

Executive Director ' ^ 

National Association for , . ' 

Retarded Citizens Inc . . • . ' ^ 
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One-Act Play 



The Cast 


The Scene _ 


Ralph Jones, 


A local public 


selective . 


employrpent 


placement 


office 


worker 


Anywhere 


Anne Stevens, 




his cbwO'1<er 








Randolph, a 




rr.entallv 




retarded job 




appiicont 





Jones (Speaking on the telephony] I think he C(?uld do that job verv well 
Voice (Through the telephone) i appreciate ail you ve told me. 6nd 
^perhaps he might vvork out Aeli on this job but I don-t think I could handle 
' mentaJly retarded people fn mv plant I just don't know Let me think about it 
*rcl»like to say yes" but you know how it is (hangs up) 

Jones (Hangs up Beckons to George Randolph, p nicely groomed 
yOung man seated tr^ the waiting room, to come to his desk)l Sorry, George 
J thought there rr.ight be an opening for you but there wasn't bet's see, yc)u • 
shil have a number of employers to follow up If you haven't found onything. 
Of if yOu havers t heard frort^ me come back in a week Meantime, keep at 
it, and so will we And George, good luck 
Randolph Thankj/ou, Mr Jones (Departs) 

Jone3 (to Anne StevensJsAnne, I don t understand it That was Mr L^roy 
of the Acme Buttoii^ Card Co Vie* could use George Randolph He has job 
openings for a Dutton sorter, a button carder, and a kick press operator 
George could do them all " * 

Anne 'He's well trained isn't h^"^ 

Jon^s /es He s been in tine State training school for 9 years That's be- 
cause his famiil/ wanted himi to get an education%nd there weren't any 
public school pfograms for retarded people at that time He comes from 
a fine family " • * 

'Anne What did helearn'^ 

Jones'T^cademnc subjects Also there w^as a schobl-vvOrk program where 
he learned to ope rate shoe repair equipmient-kick press, shoe buffer.^ 
things like that Then when he carrie back home a couple of years ago. ' 
his folks sent himi to a rehabilitation agencv He was evaluated vocationally 
and-adm)tte(5J td d local occupational training-center ! 

, Anne Wasn t that where he learned how to sort and asseriible sub- 
contract jobs'^ 
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Jones Yes he also learned a lot about how t(^hoTd a pb Very impor- 
^ti"^ tant this persorsat aJjustn lerit training and the real basics oM^vorKmg 
'^Keeping up production scheOules A/orking with others tpKing orders from 
the boss handling tools and equipn-e^^t AncTalso all ttl^paperwork of a 
iob-ftihng out appifcation ^oirr.s co-r^pony torns^aii oif^r forms that are 
necessary * ' - f 

Anne What car^.e otter tjnaf^ 

jon^ Job training 'tself tight to Uelve vveeks of it Here\l^'here he 
learned specific Skills leading TO a ;ob 

Anne After thpt i take it ne s readv to wor'K'^ 

Jqnes He s either ready for competitive emplovnrent oftyUrnoy be 
placed in another categcr\ sheltered empioyprient He-nptQhfstay in shel- 
terea erViployn^ent u^til a suitable job outside does open up or until he 
'develops enoogt^ skills for an outside jOb 

Anr^e What about^'O'lOAup services"" 

Jones He can finci sheltered enriplovnr.ent either at an occupational 
training center or sheltered workshop And mosfof them do provide some 
form of foHowup atler job placement * * ' * 

'^nne Su Seurge has been through the entire cycle He s been trained 
He's quahted to Aork No wonder /ou get upset when he can't find a job' 

Jones ^ook George has had all the training He learned how to punch 
a timeclcc<< ho a to Take o^qers from the supervisor, how to keep up with 
otn^rs at the workshop He had a perfect attendance record He got along 
w'th everyone He ^ad a hign production rate And yet he can't get a job 

A.Qne There must oe plenty of jobs tie could fill How can you ever get 
the vvord across to employers^ 

Jones t takes tinne Arine but it can be done It's a matter of common* 
sense or recv->gni2ir,g that there are sc^e jobs that don t require a college 
edwcatton or e.^r a mgh schpol education Jobs that retarded workers ' 
^ actually can Qertorm oetter than others What s involved is bringing these 
oomimon sen^^,facfs to the attention of employers We II do it not overnight, 
. but we'll ao it ^ ^ . - ^' 

(Fadecvjt] ' ' - ' ^ ' ' 
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Intentions ' 

, We hope, m this^guidetA^vk prt^sent facts Cbout mentally retarded 
wocker^ ahd their abilities A'e hope thdt it v^dl be informative and helpful / • 
io employers, personnel di/ectors vocatioool'-rehabilitation people place- 
ment specialists, and oil others mvoivedinrveipin^retarded p,ersons find 
their rightful place .injhe world of work 'V . ' ^ 
' . 'Throughout this guidebpok ^e re^er to 'mentailv retarded*' rnen and' 
Vomen* There are r^ony degrees o[ r^Qntol retardation ranging from mild 
• to severe the mer tally retarded 'people to vvhomi vve refer Ker^ are'tho'se 
^ with H&,e capacitv to be trairied for-^^ork, and to hold productive jObs wtien 
properly placed , ^ \ 

Mental fetardatior.' doe^nbt mean that the person, s- total bei^ig js 
' .retarded His intellectual capacities may Tee retarded but he may hava , 
. other skills and aptitudes in ^vvhich he conceivgbly exoels other workers 
Those skills and aptitudes can make-him a valued emfDioyee 




Pisrspective . 

Jhere are or' t->,hn ^ ]U .o ^ i : ^*liion refarcied pe^ris )n the United 
-'Stgtes fgcjpv More tnari t^ 

* numbers ore hkelvlo grow the v-xvs or-eod because of aVjncreosed 
.birth rate a dedrea^e m 'pfort deot,^ and oecause people are ifvmg 
^Jonger , " ' > 

/ ^ Less th'6n 5 percer.t of retorde'J i t^rsors or oo^^^ut 200 OOQjequire insti- 
tutional care So^'e of tnc3e oar re^obihtatt^d ond n oae reaav'for some 
kind^oremployrr^^^t 

. , » Throughout the ^^Jatior prograr^.s fo'' r^.^ntaily retarded persons are 

'^demonstraliogthe.truth or the biogon of tne Naton^i Assooiation tor Re- 

tardeci Citizens thaf t^^e retarded can be helped TS;^ev are i-^ foot be- 

ginning to sho^v tnat; rt ootv con tnoy be helped but that the\ can oe 

nebfu! - , 

Through the cor^'tjr.ed eft , rr.^ ..t th- Notionoi AssocictiOf?i tor Retarded 

Citizens profession gi jroiifi^s and public and other voiur^.torv agen^cies. 

empfV0Sts has been ^oo^'st" j or f^e otilities or rejardeo oeople Greater 

npr^ibers a the'n- or- L'-.rg'd'og'-oseJ earlier hfe More hofre training, 

fariily couMSe! r,g pr^ schoCl scho^^'l ^eofedtion and religious education 

^prbgranr,s/dre prep'a^rg^etarbe'd vOurgst^rs for eventual eniployrrient 

S6tfsf:e'd pio/ers'/.hc nove hired retarded peo0le know that whpt a 

man or worr^^jn crrn' 't i^j -sj i--^t as i^icortant as what he ispapable of 

doir^Q A bener i^fo^- ^-d TAjirA: -s \ ^^^I'-g ic reoii;e that omo^g all persons, 

it isaDtnty thOt-cour.ts ^ -^'O! ciiS'jOi"i~, * 

, , , ? 

Positive Approach 

Emblovers o^e comrj ro real. :e the odvantog'es of hirie,g troined and 
qaaiified mient::;'!, r-tor.^jtxj Acr^ers The^ can often rr,ok^ a greal^ contri- 
bution to emipiovers than tn^ irxju^aual whohos ^'O particular skiils or 
abilities Tn^e ke,. : Jurse is propeV plact^n ent-the ngnt mor^ in the right 
jOb Some stu'l^^. ho.e s^-c ^n ^.entaily retarded persons /yitn high degrees 
of ::lencoi aptitude ^ecr anic3! aptitude dexterI^/ arigi C'^^-er fypes of 
f.kills Proper pidcerre;^t .nsCres utiicat^cn of t^es^ sklls 

There iS aisc o aoHur: and cents advantage to hirng quofifred mentally 
refarcied people As .vith ohvscallv ^ondicapped workers mentally re-' ^ 
tarded ^orke-rs ^etur" ,10 ir \r^r^^J"^e tu^es foieyer^ Tl'sperit on' rehabilitation 

Ihe'kirxJs './/jps r^^ot ^entalU retarded peoole can perform are un- ' 
skilled ser. oe or short- :;vc'e repotitiye Other wor^^^ers would be bpred by 
them . Retarded .vori^ers seek tnesepb^ Th--^y^ore actually better qualified 
for themi than rr c;,uoV,ers ir.e emplo/er can expect .enthusiasm and a high 
' degree of jf,>p ,r it-r-st > j, id sot'staol.ori In occupations ordinarly showing a 
;high deg>ee of turr.ove^r the/ tend to exoei They displa/ great stability 
They provie Tiore rej/ob^e. ^cre ioyai mor^dependable than other Workers 
, All of this, fnar.Gte^ t^^^at n> certoiri tvpes of jobs the qualified mentally 



retprdfed people are excellent wort^ers But they must be given equal oppor 
kjnity for employment How else con tt^ev show their good trgits* 

AVariety of Jobs ^ 

During the past^ecade there has been a noticeable increase \r\ the 
numbers and fypes^ot occupations qualified mentatlv retarded people are ^ 
abie to p^orm Thfese jobs tend to pattern therr .selves in the major occupa- 
tional areas listed below The year 19^9 is used because it'rfepresents the ) 
most reliablVstatistics available The years since hov^e se§n an even greater . 
spread of jobs 

Mqior.Occupational Qroupings for Rehabilitated Mentally 
Betarded Persons 

(Based on 26 762 retarded persons vocationallv rehabilitated through 
Fed%al-State programs fiscal year 19o/>^11% of all rehabilitations that^ear ] 
Tyj^Of Occupation Percentage 
Service . \ . 26 7 

Industrial . ^ 36 4 ' 

Sheltered workshops 
Clerical ' * ' 5 8 

Homemaker 5i * ' 

Agriculture . 3 8' 

Unpaid family work 3 5 ^ . 

'Sales ^. \ ^6 
Professional * 10 ^ ^ 

Within these occupptional areas there has^5een a noticeable.increase 
in the types ot estabitshm^ritb and places of enaployment where the mentally^ 
retarded have found jobs Among other places, they are working in laundries 
dry cleaning establishments restaurants, gas stations, barbershops, beauty 
parlors hospitals nursing homes, private homes/riurseries, publishing houses. 

retail stores, foctones and farms 

A note about the ProfessionaJ' category This includes technical and • 
managerial architectural ard engineering, medicine and health, educa- 
tion, a^jministration and Ttonagement But tms does not mean tha^ retarded 
men and women nav^ Decorr,e architeC:ts. engineers, etc, rather tt-megns 
that within these professional areas there, are jobs that retarded people are 
pferforming • ' , ' ' 

Over the years quahtfed fria'^alty retarded persons hbve been success- 
fyllyvemployed lO the following jobs [as A/ell cl^ hundreds of others] general 
office clerks m,essengers pffidepersof-s mail earners, stock, clerks, sdles- 
clerks domestics dayvvorkers. housekeepers nursemaids nurses' aides, 
^ attendants vvard helpers busboys, kitchen helpers, dishvvashers.bootiJIacks, 
manicurists ushers, persona! service workers, porters, lariitors, sextons, recrea- 
' ttof) and amusement /.orkers farmharc^ landscape iaborec§, groundsmen, 
bakers upholsterers constructiori workers unskilled laborers, textile machine 

^ ^ . 11. "-^ 



^ tenders, welders, routemen, packers assemblers ^nspectors/laundry sorters, 
/billing station attendant^ carpenters helpers metal workers, ware'^ouserrien 
And the list grows and grow$ 

A vital reason for successful placemtents has been preparation and 
training provided by the more than 300 vocational rehabilitation agencies 
gndjShelt^ed workshops which serve n^ntallv retarded adults Many are 
sponsored by^or have sonne relationship with the National Association for 
-'{?etarded Citizens In addition many Goodwill Industries of America wort<- 
shops and Jewish Vocational Servict? vvbrkshops can assist mentally re- ' 
tarded persons ^ ^ ^ 

In a fypical sheltered workshop, the retarded person is given a compre- 
hensive vocational rehabilitation prog^^m of evaluation and training, which 
taftes about a year He is^xposed to a simulated work atmosphere, and is 
evaluated and trojned bv a professional staff in a wide variefy of work 
situations lndivid;jal vocational analysis is miade, and suitable preparation 
IS given for competitive empiovmient The trainee learns the basic skills 
essential to wort< and is given e.verv opportunity to demonstrate his ability 
to use hand and machine tools Eventually, he is reedy for fulltime emnlov- 
mqnt < . ^ ^ 

Finally, the da/comes He is ready for wort< ' ' j 



Finding the Right Worker 

When he receives good service '^'-' '''[f''^ '^^^^ openings 
continues .0 use .h^ so^e jcru,^^^^^^^ . 

The local office of the State , ^^,:%auests for quaHtieci 

,he State vocatioro.renao. at^^ eg 

mentally retarded wo^.er. Bu ^ J;- - ^ g^^^^^^ ^,,,,^ent re- 

twp agencgs i her« are ot ,,^cn can be filled by a 

rcScote" po. ^e.f se Jce o.ce a^d descnPe the ,ob duties and 

2 ;SteSvouPeiie.e..hatIh.pb.penin3COuldbef,iledbya 

Qualified rpentally retarded -vcrker 

3 Asklhar such persons oe'sen* to you for interviews 

6 Tete- or. or .or..or Pest qualifiea to do the'ioD - _ 
above 

Sheltered Workshop-OccupotionaRroining center- ' 

% Then proceed os .nrjirated m steps 2 throug^ 6 pDove 

''''TJsZ'TXTe ore school-.orU . .or.-stu^ proOrams seeing the 
rr^entali; retard;d ..por.oreb by the public school systen.^ you can call 
your |Ob openings-nto them . . ^_ 

' ■ i^°r:ss:s:^r^r^^ 

ComSi ;our State s Governor s Cor^rrittPe on Employment of the 
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Handicapped C^vernor's Committee headquarters are usuailv mthe 
State Capitol These Ccmmuttees make no placements since their functions 
»mainly are educatiorioi arid 'promotional But they can gue you sound ad- 
vice and provide you witn printed guides and ot^er^matenals and refer 
you to the right agency 

Confmunity Resilience Programs 

A nuncoer of new jOb preparation prcgram.s now are bem^Ljrnished 
through State agency sponsorship former residents of State schools are 
enabled to leave institutions acquire jOD and living skills and beconne 
quGtified workers Most ©r rhese pipgrom.s can be located through tele- 
phone directories where they a^e usually listed under Mental Health," or 
^'Mental Retardation agencies ' ^ ' • 

Employer Meets Worker 

m some industries, where ^he worker attends Tiachmes performs Sl^nple 
hand operations does manual 'obor or carries qtjt menial tasks, intelligence 
IS not an impG*lan! ;0b requirem.ent Tne mentally retarded can perform 
such'jbbs //ell < ' * 

There-ore otner^obs requiring some judgem,ent,#ndependent thinking, 
or decision '^aking mese, too, tne ^ntaiiy retarded can perform well 

Letusassumie that a qualitied m^tally retarded person is under con- 
sideration for the kind of jOb he is able to do wliat then*^ The folfowing 
guides might be helpful 

Qualifications ^ * • - 

Before the oppiicant visits the emplovn^ient office of the firm or business, 
the agency m^ng the referral snould^provide a summarv'of his qualifica- 
tions, t^ckgrciijnd, training education and employm.ent record 

School for the Retarded . ' . 

Perhaps the applicant spent some time m a school f^r the mentally 
retarded if so tne. potential empioj^er snould find the answers to certain 
key questions ^ \ . * 

' What about the type of educati6n and training received'^ - 

'What about his genera! adjustmenf^ 
Howweil did he take orders from supervisors'^ 

How extensive ^'Os his vocational training"' 'v^/hatkindsofjObsdidheperform'^ 
Was he on a //ork assignmenf^ What pay does he receive'^ 
Was he on a dav'work prograrri being employed during the day and 
- sounding niQhts in \he institution'^ 

Did he go to town to church to the movies toihe V or-elsewhere'^ 

Ans-yvers to these ar^d other questions wilf giye the employer a pictgre 
of the applicant s background, skills OF^d readiness for employment 
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Thel.Q. 

Factors sucr as •^duc.aticn njr rg lOo-exDenence motivation attitude, 
appearance persc^a'^ a^d ge^e^a' '"eait^. ^^eeo to oe considered Th'e 
Q score ^^eed ^or ce cc^pie^e' . g-" c^ea out it s-^cuia "^ot be the sole 
co^Oition Dv ^hic^ ^"^e -^e^tc.'v ^-T'Oroea Z'e to ce ^ jcged 

A s(2fer ^^ore reasc^aoe apc'^'^JC'^' ^s'c :c^s.d^reach iroi^tduals 
potential his or her-gcca ccipts a" o plus 'ackers .t is tne oest 
* vvay to iud^e ab'iities c^d .-^atc^ 'ner^- Aith ,oc demands • 
^ Sonre persons Alt- J^ueiy rigr 5 s -^av ce unable 'to do the work . 
as well as these >v'th ^er t Q s '^^ere ere crcu^stances in vvhich two 
oersons witK the sa^e Q coffer as to ab'i'W 'O perform a ]0d 

, The Interview ^ 

5c^e ccr^cG'^ es rb.e 5 *: o-? zi-^ p ^^ed ov iCQ appilcanis- 
A t'-^'-c'c 'ax •j»r'-5 :c. aco Z3' :^ 'z>'^ ^ emcio,ee reci^rd *ornrs and 

• \r j^, ' « r^-r^r r - •^r,^;^,,,er oc:c^cj^"^rS ^'"e ,ob applicant icr the first 
nter.-e'A i^e ce^e'DTui r ^ ',^^g o^j* Te ^om-s 0^ perhaps ne mignh 
octa;" " ao.b'^:e o'^^d ' ' I'^-a^ cut >^ o"'ce 

SC'S-.r/" CO'.^'S ■ ^4- *: "o.e Dcth the oo apchcant and his placement 
-t^ir^teAe' O'e^e' * / - a ^n^* /-t--- "'^e ores-^^p^e ^n-* oincement 
inteMe.ve'' cr .cc le^^^ ^ cv r.e p ihe opp'icanr to be more at ease 
during rne "'tai ^'^^eA 
^ ^s'^ere iS "~ea ^3 oeg " tre po rte^'eA snM^e oropqr level.of under- ^ • 
^^^drg Dv ^^e ^e'~tG . rGraoea app^ca^t "^nis does not mean talking 
xJgw^ tc tr^e jop'icc^t OS i^xug^ '^e .vere c c^ild A good way is to speak 
drecfv ^s.'gter^s /.rcrciec^y deso'ibe ordlustrate wnat needs to be 
cone on tre 00. 

Snouic the*ccTca"\ ""o^e on^ restrictions on hiring mentally retarded 
^vcrkers r.sati'^e "to ;^ieMeA ;^at ts^ey can be modified most effectively 

^^^r-^ m.a/ ce ^e^'J t(i :33cpt a ciear pohcv regarding employment of 
retarded people Z^zr o cci;cv.snouid make it known that avaHabie jOb 
openings snoii oe tJ-ed Cy t^e ^cst quohfied applicants-including the 
mental!/ retardecj • ' * 

Further. the pen:: / snouio stote that the onlv judgment r^ade of an - 
iridividLJOi s abiiif, to fi^errorr^. 3^ a jOb shouloKbe based on his sktljs, knowl- 
edge aptitudes ooiiiiies training ond interest 

F-r^oii i the Dolic < st^Ou^d cairf cr d penodic canvass of jobs in the plant . 
Of office .vhi:;? sar cerfcrm,ed O/ qualified mientally retarded workers 
/yhen th^->; ,ops a^e '.cen the mentally retarded snould be considered, 
for ther-. y 
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Hiring the Worker 



A qualified men»ali; retarcie'3 /.orker has been hired What nexf How 
snould he bs introduced to tne^iob'^ « 
fwo 'hmgs snoula be done 

First the e^nplo/ee shoula ^-ove an early opportunity to meet his co- 
worl<ers as deltas his forer-,ar or supervisor Ir sorr.e instances, introductions 
can oe mode during tne imtiol ,gP inter^/iew Before the decrsion is madeN 
-TO hire the retarded worker it -r,av be oesirable to have his immediate 
super\/isor present 

SeconrJ the ne « /;or'/er should hove sufficient opportunity during ti^ 
first few demon the job to o^ent himself to his new surroundings 
" K.'^ 'T'W'a*- supea'isor should be briefed on onv special matters that 
might relofe^o his job performance For example, it might b§ wfte to ex- 
, plain to the superyisor that his new worker will respond best to orders if thev 
are given one at a time Also the supervisor should be reasonably sure the 
reforded worker understands the orders If in doubt, he need merely ask the 
new worker, "Nowlell me what it is that you're supposed to do " 
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MneW,emplovees ore on"e .s, ew do^^^^^^^^^^ 
new employee has a lot to learn ' ° °;^^g',^,oerHe has to be 
locahon of h,s work stot^orc of h, f^^ °'^'^^^J^^^,^e rtaclities He will meet 
shgwn the restrooms the ^^^^^^l^^^^'^^^^'^^^ o?eman or immediate super- 
marv people the first days on the )Ob-DOS ^o, be 

-.scr coworkers others ^av not ^^^^^ 
able to t'od eye,rvtr~i-g 'v^lt^OL.t c^King Aii^.ms .s .o 

to many of us oyfjirst "^'^""'X't^Vr^ropofiur^ to orient himself to peOQie 
' The new worker -^eeds .uffi^e ' PP°"^ ,^,3 at the t,me of original 
and t)laces and things Employe s 
placement save ur^recessgn,1ollowup later on 

He may be shy t^ie fust few days ^^^^^/^^^^"'^ ^^oins acceptance 
he begins to feel more com or^ab e ^ p^.^^^ps ^e may 

S^rSorarp^nT^^^^^^^ 
-SaS^^^^^^^^^^ 

a?ioo"ng Sr pats on the boo. )ust I.e even^one else 
The Worker and His Job 

,.e ,:,s. oov 00 Pb ^os.^^^^^^^^^^^ 

fullv earn ms pav ' * ^ ' . . . lo u^j^ ,ob better, makng 

.„r^.?^S;^^reL^S^^^^^ e.,o e«o. o. « 

part of the ernpiover . - . 

Two Basics: ' ,^,\^,un the beginning, to t^e su.e that tje ' 

.Po:rl;;ot S « nefaL'ne c^P^etes o,ass,gned tos. He needs to 
^~irooS^eV~S;Xro^reTno*o-p,obte.o,,seontne,ob 
where he is wor'/ing - 

Job Instructions mentally retarded worked Here are 

son,:^&"es?o„rT^C «SnrS .os.v .to the ,ob end 

rSSSr„'.hat nee* .0 be do»e Tell mm cleoily whot he is expected .d 

, *o:^^^,^ht^o^^■^e'^;Tu won, ^ne Let ni. see the exdct 

Steps he hcTs to toke 



3 Ask him to do the task while yOu observe Let hinn tell you why he does it 

' the woy he does ^ • 

4 Review what he has done Correct any mistakes Let him be more and 
more on his own 

5 Toper off Spotcheck his performance When he does a good job tell 
, him so 

Hazards: 

Instruct the worker on where workers are permitted to be and where 
they are not Presumabiv for the safety of oil, all moving machinery parts 
and (3\ hazardous areas m the plant are clearly marked 

The mentally retarded vvorker should be able to understand signs such 
asjXIT. ENTRANCE, IN, OUT FIREBOXt WET PAINT, DANGER", KEEP OUT, STAY 
BACK. CXDN'T TOUCH and THINK 

- He needs to know where to go if he should be ir^ijured on the job He 
must be informed about the conri(e)any procedures m reporting an accident 
—what to do. whom to see, and the like - ^ 

Work Rules and Benefits 

The mentally retarded worker should tpe told what to do if he feels un- 
able, to corme to work one day -whom to call, what time to call, and so on 

^ should be informed 9/ any company hospitalization or insurance 
plans or other benefits His vocation schedule paid holidays, and^ther 
job features shouicf be explained to hirri 

If tl^e company has q written statenopnt or booklet on emiployees' bene- 
fits, he should be given a copy The job counselor should be ready to come 
in arjd explain any features he doesn't understond , - - 





Tapering Off 



Several weeks pass The new" worker is riow ari ^^old hand " He is 
fitting in with daily routines He reports to work .on time He knows his way 
around the plant He punches the time clock same as any other err^ployee 
He does his job He takes orders cheerfully He gets along with his fellow 
workers Betakes pride tn his work He ocserves company rules At tf«ie end 
of the day he leaves his work station m good order Everything is going 
along fine 

This IS the way things are usually But occasfonally there rr^ight be a 
^ough spot or two in need of snroothing out What do you do^ Following are 
some-hypothetical situations that could occur 

Situation 1 ^ . ' 

(Starting time) * , * 

The new worker reports for work far too early He arrives at 8 a m instead 
of 9 a m What to do^ 

• Simply tell him exactly what time he ^s expected fo report for work 
Explain to him that although he reports earfy (which may be an admirable 
thing to do), it is not expected of him Allay his fear that he may not have 
his job long if he does not come tq work very early 

If the employee still doesn t change his arrival habits, ask the placement 
interviewer for assistance and followup 

Situation 2 

(Warming up to others) 
... The mentally retarded worker does not eat lunch wliere the other 
'•workers congregate^He takes hi^ breaks m solitude Others r^otice and, 
begin talking about him They single htm out a§ ''different " What to do'^ 

Usually, this situation resolves itself in a short time, mostly within the first 
few months^ What generally happens is that another worker befriends him, 
or he may befriend a coworker This initial act.of friendship helps to break 
down the barriers and leads to acceptance 

But do not be surprised if the retarded person do^s not become jriendly 
with more than one person or a few He may tend to limit his friendships this 
way at first However, he is by rx), means antisQCial On the surface he may 
appear to be wlt^drawn-and this tendsMo forestall others from initiating 
friendly o\^rtures-but the fapt may be that he merely needs longer to 
warm up socially to others 

Situation 3 

(Char^ge of work station) 

A mep.tally retarded worker has l?een assigned a specifiq work statm 
. or his own locker Assume there is reason to chdnge his work station pr his 
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locker Since most retarded persons feel comfortoDle with an unchanging, 
routine pattern of wort< activities the retarded person facing a change 
nnight be a bit appreher.su.e about adjusting to a new situat)©n What to do'^ 

All that usually needs to be done is explain why the change is being 
nnade Then give the nnentaliy retarded worker time to learn- the new job 
procedure or the new locker location Unless vou explain the reason for the 
change soiine rriay get the notion that yOu are making the change because 
you are dissatisfied with their performance So always explain 

Situation 4 

(Promoting the mentally retarded worker) 

The mentally retarded person has peen doing excellent work The 
matter comes up of promoting him to a better job Should he be promoted'^ 
What to do'^ * * N 

Pronrotion should be considered carefully If itjs determined that the 
retarded worker will be able to function properly m the new job, then pro- 
nnot^ him The same principles of selective placement should apply m the 
new position as were considered in making the original job placement 
The new job must be one the retarded person is qualified to handle 

Before placing him in a more responsible position, it may be advisable 
to confer ^th the placement interviewer who onginally referred'him to you 
Get the opinion of the placement interviewer 

After considering all the factors, promote the mentally retarded worker 
If he IS the most qualified person for the new position and if he can handle 
it satisfactorily If not, keep himl where he is Generally, this need not pose 
any problem regarding company agreements with organized labor It is 
sinnply a matter of selecting the best worker for consideration for promotion 
However organized labor would be rightfully concerned if a qualified 
mentally retarded worker were bypassed for a better job he would be able 
► to handle, merely because of the fact of his mental retardation. 

A final caution it's not wise to takf mentally retarded worker off a jofe) 
he performs well and place t^im in a new job far over his head It alLamounts 
to knov^g your employees, knowihg the jobs they can perform, and match- 
'ng-the right man to the nght /ob , 

FoltQWup Assistance V 

. The agency which referredjhe mientally retarded worker to an employer 
should be able to furnish fojlgwup seMce or guidance, should it be needed 

Should problems arise, it is to the agency's advantage to be called 
in early to solve themt before they grow too severe In many cases, it is 
possible to clear up a problem with a telephone call or letter or short visit 
with the agency counselor 7 

ft the comipan/ wishes to transfer the mientally retarded worker to another 
dei^artment for a different type of job, it would be wise to learn whether 
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the referring agency can provide furlher evaluafioifand training for this 
purpose Further tnere rTioy be need to reorient the wort<er to-his new job 
This would call for additioroHod counseling 

Social Events 

V 

Often social oontads such as office parties can do much to remove 
any negative feelings on the port ot otners tovvord the new worker The less 
the company focuses on him as someone who s new" or ••differef%f the , 
less the chances are of negative feelings by his fellow wort<ers HIS chances 
of gairiing acceptance increase 

Also the retarded worker himself is apt to think of himself as like others 
when he is treated like them , 

In Review * 

One of the greatest sources of employment for qualifiecj mentally ; 
retarded workers is the employer who already has hired at least oneand 
hasJoeJn satisfied He i^iH begin to look over the possibilify of hiring more 

He will talk to other employers What employer isn't pleased whenxi 
worker is properly placed does his job well and remains forlhfully on the 

lob over the years'' ^ , „ .,, 

In more and more instances this is becorrjing th^ story of tt2^J n>entally _^ 

^^'^When properly evaluated and trained and when prCJperly placed on 
the right job qualified mentallV retarded people are showing err^pbyers, 
as-well as the rest of the .Nation that they have far more abilify than v7e 
might thtnk The problem has been that we have focused so strongly on 
their dtsability that we haven t beefi able to see their ability. _ ' 

Rehabilitation specialists and foward;iooking employers, working in 
- partnershyo pre carving out broader and broader job opponunitie|f^he 
. mentally retarded This team is making progress in America 

This teaVn is helping to bring about the goal of all successful voca- 
tional rehabilitatiorr-a pb a cnance to enjoy the happiness and life s 
f6lft1lment which are the birthrights of all men ' . 
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